Web

Intelligence

BOBJ REPORT DESCRIPTION

BP006 Employee Action Summary

Report Description:

This report shows employee action count summary by Personnel Area, Organizational Unit,
Action Type for a specified Effective Date range or Processed Date range and includes BEACON
actions and converted PMIS actions.

Report Location:

PA: Employee Actions

Report uses:

e Provide action count to management
e Monitor action activity by Org Unit for trending and analysis
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BPOO6 EMPLOYEE ACTION SUMMARY

How to run this report

Prompts i X
Mandatory
= izat it
* Organizational Unit ‘ des 53
Date 5e Hiis ar Fi ve Dafe, - = ik =
v Ffective Date (Choose this ar Processed Date) | '\._:;:" — -
v Action Typel(s) - (Optional) =
v  Action Reason(s) - (Optional)
v  Employes(s) PersMo. - {Optional)
v Job(s) - (Optional)
W Exclude Employes Subgroup {Contractor, National Guard) G1;
DK is grey because
mandatory prompt has
not been completed.
< >

* Required prompts

Cancel

Mandatory Prompts

Mandatory prompts have a red arrow indicator (9) followed by an asterisk (*) on the left side of
the prompts. When a valid value(s) is entered, this indicator will turn into a green check mark

).

= *QOrganizational Unit: To select data for this prompt:
e Make sure you have “Organizational Unit” prompt selected (1).
e C(Click on the “Refresh Values” icon to see the list of Org Units (2).
e Navigate down to the desired Org Unit (3).
e C(Click on the right arrow to add it to the selection box (4).

Prompts e
* * Organizational Unit O5C BEST Shared Services 1 F 2 Refresh Values %5 Qrganizational plan\State of North CarolinalGoy

W Frocessed Date (Choose this or Effective Dafe) -

v Effective Date (Choose this or Processed Date) ZHMMM_ORGUNIT |

v Action Type(s) - (Optional) (Office of the State Controller A = 4

v Action Reason(s) - {Optional) + O5C BEACON

W Employes(s) PersMo. - (Optional) = 3

v Job(s) - (Opticnal) OSC BEST Shared Sarvicss

W Exclude Employee Subgroup (Contractor, Naticnal Guard) G1j (O5C BEST SHARED SERVICES |E

+ OSC BEST SHARED SERVICES W

MST BRECT SUADEN SFEDVTIRS
<
December 17, 2015 1:11:22 PM GMT-05:00

" - < >

< >
* Reguired prompts

OK Cancel

12/17/15 North Carolina Office of the State Controller Page 2 of 10



BPOO6 EMPLOYEE ACTION SUMMARY

IMPORTANT!

Special Optional Prompts:

Special Optional prompts are indicated with a green check mark (v) but are not pre-filled. These
prompts are designed as a group. You may use either prompt but ONE prompt from this group
must be answered.

v Processed Date (Choose this or Effective Date)
OR

v Effective Date (Choose this or Processed Date)
One of these 2 prompts must be selected:

e Select the prompt field first (1).
e Type in the Start date (2).
e OR click or click on the calendar icon to select the Start date (3).
e Type in the End date (4).
e OR click or click on the calendar icon to select the End date (5).
Promipts B
¥ Organizational Unit OSC BEST Shared Services Start valus
v Processed Date (Choose this or Effectrre Date) M vy 2 | D 3 |
—
v Effective Date (Choose this or Processad Date) M
v Action Type(s) - (Optional) 1 End value
e / : y 4 5
¥ Action Reason(s) - (Optional) 2l D —
v  Employes(s) Persho, - (Optional)
¥ Job(s) - (Optional)
v Exclude Employes Subgroup (Contractor, Mational Guard) G1;G5
* Reguired prompts
oK | Cancel
Prompts P
o = H\‘L.- options
W = Organizational Unit O5C BEST Shared Services Stage Y
»  Processed Date {(Choose this or Effective Dabe) > [ Enter Organizational Unit ___-'
w  Effective Date (Choose this or Processed Date) | "-1_\ AND Processed Date or ™
“ Action Typel(s) - (Opbonal) & Effective
¥ Action Reason(s) - (Optional) le Date before proceeding to #
v Employes(s) ParsMo. - (Optional) S \
»  Job(s) - (Optional) 1 other prompts. J
W Exclude Employese Subgroup (Contractor, Mational Guard) G1;G5 . — A "
\\h. -..z_.—’ e - -z,-
= Required prompts
O Cancel
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BPOO6 EMPLOYEE ACTION SUMMARY

Optional Prompts

Optional prompts are indicated with a green check mark (+') and are not required. They are used
to assist in further limiting the amount of data that is retrieved into the body of the report.

v Action Type(s) - (Optional): To select data for this prompt:
e Make sure the “Action Type(s) - (Optional)” prompt is selected (1).
e Enter a search text with an asterisk (*) in the search box to view the list of values for
Action Type (2).
Click on the search icon (3).
To see the key value for each Action Type, click on the key icon (4).
Click on the desired Action Type (5).
OR if you know the Action Type key or Action Type name already, then you can skip
steps 2 through 5 and enter it directly in (6).
e Click on the right arrow to add the Action Type to the selection box (7).

Prompts w
- S~ ) .
%  * Organizational Unit OSC BI_EST Sllare_d Services < ¢ | Salary Adjustment (NC)
W Processed Date (Chooss this or Effective Date) = |1
W Effective Date (Choose this or Processed Date) 7/1/14;7/31/14 4 9
- ]
' Action Typels) - (Optional) Salary Adjustment (NC) i DELLITVIES - = 7
) . Transfer Qut {BI) (x8)

v - LMD

Action Reason(s) {Optona.lj New Hire (NC) (20
¥ Employes(s) Perso. - (Optional) Leave of Absence (NC) (Z3)
W Job(s) - (Optional) Transfer (NC) (Z5
W Exclude Employse Subgroup {Contractor, Naticnal Guard) G1;G5 Salary Adjustment (NC) (ZC)

December 17, 2015 1:37:13 PM GMT-
05:00

oy

3

* Required prompts
[a] 4 Cancel

v' Action Reason(s) - (Optional): To select data for this prompt:
e Make sure the “Action Reason(s) - (Optional)” prompt is selected (1).
e Enter a search text with an asterisk (*) in the search box to view the list of values for
Action Reason (2).
Click on the search icon (3).
To see the key value for each Action Reason, click on the key icon (4).
Click on the desired Action Reason (5).
Click on the right arrow to add the Action Reason to the selection box (6).
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BPOO6 EMPLOYEE ACTION SUMMARY

Prompts e
- B ; _
% * Organizational Unit OSC BEST Shared Services Legislative Increase
W Processed Date {Choose this or Effective Date) e 4 H -l
W Effective Date (Choose this or Processed Date) 7/1/14;7/31/14 - 'D:_ B, —_
v Action Typels) - (Optional) Salary Adjustment (NC) F;TA Irf, S & ]
w'  Action Reason(s) - (Optional) Legislative Increase 10 Agency to Agency - Promotion (2305
v Employes(s) PersNo. - (Optional) Legislative Increase (7020 o |
. Within Agency Reorganizatior 80)

v Job(s) - (Optional :

ob(s) - (Optional) Within Agency Reorganization TZ80)
v Exclude Emploves Subgroup (Contractor, National Guard) G1;G5

December 17, 2015 1:42:47 PM GMT-
05:00

Py

3

* Required prompts
oK Cancel

v Employee(s) PersNo. - (Optional): To select data for this prompt:
e Make sure the “Employee(s) PersNo. - (Optional)” prompt is selected (1).
Enter an employee number in the search box to verify the employee name (2).
Click on the search icon drop down arrow and select “Search in key” (3).
Then click the search icon (4).
To see the employee number, click on the key icon (5).
Click on the desired Employee (6).
OR if you do not need to verify the employee number, then you can skip steps 2 through
6 and enter it directly in (7).
e Then click on the right arrow to add the Employee to the selection box (8).

Promplts
V' * Organizaticna] Uit OSC BEST Shared Services R 13 5 R
. . | 2|
v Processed Dabe (Chooss this or Efedive Date) 5 — )
Employss £
¥ Effective Date (Choose this or Processed Date) 7/1/14;7/31/14 | | ke Disase ey -1
v Action Type(s) - (Optional) :
¥ Adtion Reason(s) - (Optional)
v Enployeels)Pesto.- Optoral) |
v Jobls) - (Optional)
= - . . o Jure 24, 2005 2:32:28 PM GMT-04:00
¥ Exclude Employee Subgroup (Contractor, National Guard) G1;65 e B 1|
Match casd
v Seanchinmbkey 3
w
* Feguired prompts
| ok | Cancel
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BPOO6 EMPLOYEE ACTION SUMMARY

v Job(s) - (Optional): To select data for this prompt:
e Make sure the “Job(s) - (Optional)” prompt is selected (1).
e Enter a search text with an asterisk (¥) in the search box to view the list of values for
Jobs (2).
Click on the search icon (3).
To see the key value for each Job, click on the key icon (4).
Click on the desired Job (5).
OR if you know the Job number or Job name already, then you can skip steps 2 through
5 and enter it directly in (6).
e Click on the right arrow to add the Job to the selection box (7).

Prompts 2
'  * Organizational Unit 05C BEST Shared Services 3pooosnd 6 4 i w Administrative Assistant I

v Processed Date {Choase this or Effective Date) ] D Eh

W Effective Date (Choose this or Processed Date) 7/1/14;7/31/14

v Action Type(s) - (Optional) Job_ — - - [ = 7

Vv Action Reason(s) - (Optional) ﬁm::r;g::: g‘gﬁi:f";t “[":3::::5:::5‘._::’ f

¥  Employee(s) PersNo. - {Optional) 1 Business Systems Ar ____ Supervisor (30

v Job(s) - (Optional) Administrative Assistant IT J Financial Systems Planner (30010990

v Exclude Employee Subgroup {Contractor, Mational Guard) G1;G5 Infarmation Processing Technician (3000

Processing Assistant IV (300
Technology Support Specialist (30005037

< 2>
December 17, 2015 2:15:54 PM GMT-
05:00
2 -

* Required prompts
[0]4 Cancel
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BPOO6 EMPLOYEE ACTION SUMMARY

Exclusion Prompts:

Exclusion prompts are also indicated with a green check mark (v) but are generally prefilled with
a specific set of data values. They are provided as a way to exclude specified data by default while
allowing customers the flexibility of changing them when necessary. Any rows containing data
values listed in the exclusion selection box will not be fetched into the report.

v Exclude Employee Subgroup (Contractor, National Guard) G1; G5
To remove this exclusion

e Make sure the “Exclude Employee Subgroup” prompt is selected (1).
e Click on one or more Employee Subgroup(s) to remove from the ‘Selected Value(s) box

(2).

e Click on the left arrow icon to remove the desired Employee Subgroup(s) (3).

Prompts

v * Organizational Unit OSC BEST Shared Services Type values | Gl z_l

Processed Date (Chooss this or Effactive Date) : o 2
Effective Date (Choose this or Processad Date) 7/1/14;7/31/14 amples of s _3_}
Action Type(s) - (Optional)
Action Reason(s) - (Opbonal)
Employes(s) PersNo, - (Optional) tar i
Job(s) - (Optional) Administrative Assistant I1 "y~
Exclude Employee Subgroup (Contractor, National Guard) G1;GS

o

L CXC S

* Required prompts

Initial Layout

The report lists all actions based on the prompt selections. Below is a sample of the initial layout
rendered.

BPO06: Employee Action Summary Exzcution Date - 25115

Effective Date: 7/1/2014 - 7/31/2014

Number
Action Action of

Personnel Area Org Unit Org Unit Desc Type Action Type Desc Reason Action Reason Desc Actions

Cemmunications 22222222 Public Relations ZE Salary Adjustment (NC) 2 Legislative Increase 3
Communications 3

Total 3
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BPOO6 EMPLOYEE ACTION SUMMARY

Available Objects:

This is a list of the available objects that can be added to the report, once in Design mode:

= ﬂ BPOODG: Employes Action Summary
+ Action Reason
+ Action Type
Agency Hire Date
Age Range
Country
DM: Trailer Number
EEQ Category
Effective Cal Mth/Yr

Length of Serv. as of Date of Action
Next Increase Date

Organizational Unit

Original Hire Date

Payroll Area

PCRID

Perzonnel Area

Personnel Subarea

Pos Addr Street

Effective Cal Yr Pos City
Effective Date Pos County
+ Effective Fiscal Period Position
Effective Fiscal Year Position Chief
& Employee + Prior Position
Employee's Name Processed Date
& Employee Group + S0C Code
+ Employee Pay Area + S0C State Subcat
+ Employee Pay Group k> State
+ Employee Pay Level E Supv Employee
& Employee Pay Type & Supv Position
+ Employee Subgroup valid To
+ Employment Status Annual Salary
ESG CAP Mumber of Actions
& Ethnic Origin Prior Salary
L Gender = Variables
+ Job Processed in Cal Mth/Yr
+ Job Branch Processed in Cal Yr
L Job Family
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BPOO6 EMPLOYEE ACTION SUMMARY

Special Report Considerations/Features:

e Action records in PMIS have been converted to the SAP BEACON action code equivalent for
employee actions. Where no equivalent was available for an employee action, a Z# or X#
employee action type was generated using the original PMIS action description.

e If one or more completed PCRs exist for an action, the “Processed Date” available object is
populated with the date from the most recent processed PCR action. If no completed PCR
exists for the action, the Processed Date is populated with the “Changed on” date from the
action infotype.

e If you search on one of the optional fields without entering Organizational Unit AND one of
the required dates (Processed Date or Effective Date) (1), the following error will occur (2).

Prompts

* Orgarizational Lest OSC BEST Shared Services
e

Proceseed Date (Choose ths or EMactive Date

[Hective Dot (Chocee Wes or Processad Oste)
Acton Type(s) - (Optonal)

Optuoral

-
v
v
~
v
~
-
v

'
|

No date entered

Once this error occurs, even if you go back to fill in one of the required date prompts, and then do
a search (1), you will then get the following error (2).

Prompts

= Organizational Urit OSC BEST Shared Services

Processed Date (Chocse this or Effective Date) v I
Effectres Date [Choose this or Processed Date) 771 7/14; 7131714 >
Aot Typa(s) - (Optional) <
Action Reason(s) - [Optional)
Employesls) ParaMa, - (Optional)
Jobis) = (Optonal) Administrative Assistant 1T
Exchude Employes Subgroup (Contractar, Natisnal Guard) G165

* Rsquired prompis /
' | | Cancel

LLLLL LA
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BPOO6 EMPLOYEE ACTION SUMMARY

You must click on ‘Cancel’ and start over by clicking on the ‘Refresh’ icon within the report screen.

50 el Sl BPDO6: Employee Acti... ® = K

= BPO06: Employee Action Summary T
[

i = ] - - . o - S ol ~ 7 Freeze
web Intelligence = | [ H- Sa #s = [& Track = '3 Drill = %2 Flter Bar [ | Freez=

& Outline

Make sure that Organizational Unit AND one of the date prompts (Processed Date or Effective

Date) is entered before proceeding to any of the other prompts.

Prompts

v ¥ Organizaticnal Unit Administration Enter OrgunimTionul Unit
v Procsssed Date (Chooss this or Effective Date)

Vv Effective Date (Choose this or Processed Date) 7/1/14;7/31/14 AND p'"“]f:ss‘-’fd Date or
v Action Type(s) - (Optional) b fE ective di

v Action Reason(s) - (Optional) Date before proceeding To
v Employes(s) PersNo, - (Opticnal) other prompts.

v Exclude Employes Subgroup (Contractor, National Guard) G1;G5

Change Log:

Effective 3/25/2015

Initial version, completed in pilot.

Effective 12/10//2015
Add job prompt.

Effective 1/4/2016

Add job min/max and reference salaries to job attributes.

Effective 12/16/2016

Add age to available objects.

Effective 12/2017

e The Processed Date available object was modified to be populated with the date from the
most recent processed PCR action from the completed PCR. If no completed PCR exists, the

Processed Date is populated with the “changed on” date of the action.
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